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Assessment Screens 
 

In this Section You Will 
 

Assess 
Employment, Education, Support Systems, Financial Needs and 

TABE Scores 
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Splash Screen 
 

 
 
 
To navigate to the Assessment Screens, click on the  Assessment icon.   
 
You may get the following screen.  If you say No, you will be able to assign this 
seeker to another staff member in your office.   
 

 
 
 
 
 
 
 



{ AUTHOR } Page { PAGE } { DATE \@ "M/d/yyyy" }  

Assessment Screen 
Employment Tab 
 

 
 
 
In the “Employment History” section, the information that is displayed under the 
employer is for the highlighted employer (if there is more than one employer).   
 

You can  and  employers as necessary.   
 
Complete the information on the screen as it pertains to the seeker.   
 

  This button takes you to the Research and Analysis Bureau’s website (if 
needed). 
 
 
SAVE when you are done.   
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Assessment Screen 
Education Tab 
 

 
 
 
There is one REQUIRED field on this screen, Pell Grant Status:   
 
The question, “Are there any training programs you started but didn’t complete” 
has a section right below it to put in any program the participant did not complete. 
 
The section below that starts with the field “School” is for schools the participant 
completed or is currently attending. 
 
In the “Employment Skills” section, double click on the first row and a list of skills 
will be displayed for you to choose from.   
 
In the “Aptitude/Ability Tests” this is where you put scores for tests such as 
CAPS, COPS AND COPES.  This NOT where you put TABE scores!   
 

 This button takes you to the FAFSA (Free Application for Federal 
Student Aid).   
 
Complete the areas that are appropriate to the seeker.   
 
SAVE when you are done.  
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Assessment Screen 
Support System Tab 
 

 
 
The “Support Contacts” section is where you will put your 1st and 2nd contact for 
Customer Satisfaction Surveys.  You can also use this information in case you 
cannot locate the participant.    
 

 
 
 
These fields are free form fields and anything can be typed into each field.   
 
The Print button will print the Support Contacts for you.   
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The “Household Members” section is where the system will pull the information 
about the children when you have supportive services for childcare.   
 

 
 
Put in the seeker as “Primary” in the Relationship field!   
 
In this section, the “Relationship” field is not free form.  You must choose from a 
drop down list.   
 
Complete the fields that are appropriate for the seeker.  SAVE when you are 
done. 
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Assessment Screen 
Financial Needs Tab 
 

 
 
This is an optional screen that will help you determine if the participant is going to 
need supportive services household expenses while they are participating in 
WIA.   
 
You can come back to this screen at any point when serving the participant and 
complete this screen, or add to it etc.   
 
In the “Resources Type” and “Expenditure Type” fields, you double click on them 
and a list of items to choose from will be displayed.   
 

 Use this button to copy one month to the next.  A box will appear 
asking for the month to copy to.  This will save time when you are doing this 
several months in a row.   
 
SAVE when you are done. 
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 Assessment Screen 
Tests Tab 
 

 
 
Enter the TABE test scores on this screen.   
 
Click on the  button to add a new score.  Notice the sections for 
Math, Reading, and Limited English Proficiency.   
 
 


